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441—93.135(239B) Required client documentation. Documentation necessary to verify that the
PROMISE JOBS participant is carrying out the terms of the FIA shall be provided by the participant.

93.135(1) Written verification. The client can be required to provide written verification of family
emergency, lack of transportation, or job search activities. It is the responsibility of the client to
notify program staff or work site supervisors as soon as possible that a lack of transportation or family
emergency has occurred and the expected duration.

93.135(2) Time and attendance. The participant’s hours of attendance in work and training activities
shall be verified monthly.

a.  When the participant is in the work experience (WEP) component, the hours of participation
shall be verified monthly by the work site, within ten calendar days following the end of each month.

b. Rescinded IAB 3/3/93, effective 5/1/93.

¢. When work and training services are provided by training institutions, organizations, agencies,
or persons outside of the PROMISE JOBS program, unless some other method is agreed to by the
provider and PROMISE JOBS staff, the participant’s hours of attendance shall be verified on the
PROMISE JOBS Time and Attendance Report, Form 470-2617, which shall be signed and dated by
the training provider. When a training provider refuses or fails to verify the hours of attendance, a
signed and dated statement from the participant on Form 470-2617 shall be accepted in lieu of a signed
statement from the training provider. The form shall be returned by the training provider or client
within ten calendar days following the end of each month. In those instances when a training provider
refuses or fails to return a completed, signed and dated PROMISE JOBS Time and Attendance Report,
Form 470-2617, and it is necessary to request that the form be completed by the participant instead, the
participant shall be allowed five working days to provide the form, even if the fifth working day falls
on or after the tenth calendar day following the end of the month.

d. Inthose instances where the participant is involved in an activity, other than job search, which
is not directly monitored by the PROMISE JOBS worker or an outside training provider, the participant
shall record the hours of participation on the PROMISE JOBS Time and Attendance Report, Form
470-2617, and shall sign and date the form. The PROMISE JOBS worker shall review the form. The
participant’s hours shall be accepted unless the PROMISE JOBS worker has justifiable cause to doubt
the accuracy of the hours. If the PROMISE JOBS worker accepts the hours, the PROMISE JOBS worker
shall also sign and date the form. The form shall be returned within ten calendar days following the end
of each month. If the hours reported are questioned, the PROMISE JOBS worker shall meet with the
participant to resolve the discrepancy. The participant shall provide further verification, if required.

e.  When a participant involved in any PROMISE JOBS component fails to verify the participant’s
hours of attendance as described above, the participant shall enter the limited benefit plan. Policies at
subrule 93.138(3) apply.

93.135(3) Job search documentation. Documentation of any job search activities which cannot be
documented by the PROMISE JOBS worker shall be provided by the participant using Form 470-3099,
Job Search Record. The Job Search Record shall include the name and address of the employer, the name
and telephone number of the contact person, the date on which contact was made, and the outcome of the
contact. It shall also contain authorization for PROMISE JOBS staff to telephone any listed employer
to verify the contact.

The Job Search Record shall be provided within five working days after the last working day of any
week during which the participant has made a job search. Participants who fail to provide all information
described above on the Job Search Record or do not provide the documentation timely have chosen the
limited benefit plan. Policies at rules 441—93.132(239B), 441—93.133(239B) and 441—93.134(239B),
and at subrule 93.138(3) apply.

93.135(4) Employment verification. When the information is not available from any other source,
participants shall verify scheduled and actual hours of employment at the time that employment begins
and on a monthly basis thereafter. Participants may use employer statements or copies of pay stubs, or
may sign Form 470-0429, Consent to Obtain and Release Information, so that the employer may provide
information directly to the PROMISE JOBS worker.
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Participants shall provide verification of scheduled and actual hours of employment within ten
calendar days following the end of each month for ongoing employment.



